
Quarterly Reporting Requirements 

Quarterly Progress Report (Form D9)  
Due the 20th of  April, July, Oct. & Jan. 

 
Employee Certification Report (ECR) (Form 
D5) & Texas Workforce Commission’s (TWC) 
Texas Employer’s Quarterly Report 

Due the 20th of May, Aug, Nov & Feb 



Contract Special Conditions 

In addition to the items listed in Chapter 2, the following 
documentation must be submitted prior to the release of 
TxCDBG grant funds for any activity: 
 
• Starting Payrolls for the Benefitting Business(es) 

and/or other company locations  
• Agreement between Grant Recipient and Benefitting 

Business(es) 
• Repayment Agreement between Grant Recipient and 

TDA (if applicable) 
• Repayment Agreement between Grant Recipient and 

Benefitting Business(es)  (if applicable) 
• For Real Estate Improvements: Lease Agreement 

between Grant Recipient and Benefitting Business(es) 



Contract Special Conditions (Cont.) 

In addition to the items listed in Chapter 2, the following 
documentation must be submitted prior to the release of TxCDBG 
grant funds for construction or real estate activities: 
● Loan Agreement between Benefitting Business(es) and a lender 

for private funding required to complete the project (if 
applicable) 

● Environmental Site Assessment (if applicable See Chapter 3) 
● For Infrastructure Improvements: Evidence of the Start of 

Building Construction (if applicable) 
● For Real Estate Improvements: 

 Tri-Party Agreement between Grant Recipient, Benefitting 
Business(es), and a lender (if applicable) 

 Appraisal for property to be purchased 
 Evidence of Flood Insurance for property to be purchased 
 Evidence of the owner's Title Insurance commitment for 

property to be purchased 



Funds Committed by Business 

These programs often include private investment 
which funds a project separate from the infrastructure 
construction funded by the grant.  Work completed on 
private property and entirely with private funds may 
be excluded from many federal and program 
requirements; however, note that some federal 
regulations still apply. 
 Environmental review must still include the 

privately funded work. The scope should include: 
1. All activities funded through the TxCDBG 

funds 
2. All activities conducted at the location  where 

jobs will be crated/retained 
3. All sites included in the TCF project 
4. All other activities conducted as part of the 

same overall project 



Funds Committed by Business (Cont) 

 Davis-Bacon Labor Standards requirements apply to the 
entire construction contract. 

 If any acquisition of real property is required to meet the 
job creation/retention. 

 If funds are used for materials or service contracts, even if 
the contract is primarily funded through private investment 
competitive procurement requirements apply. 

 



Evidence of Occupancy 

GR must notify TDA of the date that the business occupies the 
project site benefitting from the TCF funded infrastructure or 
real estate improvements within 60 days of occupancy.  

 Certificate of Occupancy issued by appropriate local authorities 
to the business and a current payroll report for the benefitting 
business 

 If a Certificate of Occupancy is not required by local 
authorities, the Grant Recipient may submit a letter from a 
third party licensed professional approved by TDA who is 
knowledgeable about required safety standards (i.e. a project 
engineer, an architect, a city/county inspector, or fire 
inspector)  stating that a formal Certificate of Occupancy is not 
required and certifying the date that the benefitting business 
was approved to use the facility and/or improvements funded 
through the TCF grant. 



Evidence of Occupancy (Cont.) 

The date of occupancy will determine: 
 
● the first date that jobs created or retained by 

the project may be considered eligible; and 
 
● the date on which the first payment is due to 

TDA under the Repayment Agreement (3 
months after the date of occupancy). 



Repayment Requirements 

TCF monies awarded for real estate improvements and 
private infrastructure awards will require repayment. 
(excludes administration and engineering) 
• Real Estate Improvements – are intended to be owned 

by the GR and leased to the business and require full 
repayment. Payments repaid by the business through a 
lease agreement. 

• minimum three year lease period or until the TCF contract between 
the Grant Recipient and the Department has been satisfactorily 
closed (whichever is longer); 

• lease period not to exceed twenty (20) years; 
• minimum monthly payment not less than $500; and 
• payments begin the first day of the third month following the 

construction completion date.   
• Optional: purchase option, if the option is effective after the 

minimum five year ownership/dilution requirement, and if the 
purchase price equals (at a minimum) the remaining principal 
amount originally funded by the TCF which has not been 
recaptured 



Repayment Requirements (Cont.) 

Private Infrastructure Improvements - 
Infrastructure that will be located on the business site, 
or on adjacent and/or contiguous property to the site 
that is owned or leased by the business(es), principals, 
or related entities, requires full repayment. Grant funds 
used for this infrastructure are intended to be repaid by 
the business through a repayment agreement with the 
following terms: 
 

 no interest; 
 not to exceed twenty (20) years; 
 minimum monthly payment not less than $500; 

and 
 payments begin the first day of the third month 

following the construction completion date. 



Contract Special Conditions –  

Prior to Close-out 

The following items are required to be submitted no later than the 
date that the Project Completion Report is submitted.   
1. Texas Department of Licensing and Regulation final approval 

letter for the project site identified in the TxCDBG contract 
Performance Statement; 

2. Evidence of Hazard and Liability Insurance for the project site 
identified in the TxCDBG contract Performance Statement; 

3. Final Payroll Report for the Benefitting Business(es)  
a) The report must include all employees that were working for 

the business prior to the execution date of the Grant 
Recipient TCF contract AND all newly hired employees 
reported for job creation requirements.   

b) The period reported on the final payroll must be at least 30 
days prior to the TCF contract end date, but no more than 30 
days prior to the date that closeouts are submitted if the 
closeouts are submitted before the contract expires.  
Sufficient documentation must be provided with the ending 
payroll to show that employees have been on the job for no 

less than one (1) month. 



Contract Special Conditions –  

Prior to Close-out (Cont.) 

c) For each employee the report must contain at a 
minimum: 
 
Full name; 
 A unique Employee Identification Number, 

which must not include all or part of the 
employee’s Social Security Number; 

 Full-time and Part-time employment status; 
 Date Hired; 
 Wages; and 
 Hours Worked. 
 

4.    Family Income/Size Certification (Form D7) for each 
LMI employee. 



Closeout 

The Grant Recipient must submit the TCF Project 
Completion Report (PCR) (Form D1200) with 
attachments no later than 60 days after the contract 
end date.   

Job creation requirements are identified in both the 
contract between the TDA and the Grant Recipient 
and in the contract between the Grant Recipient 
and the business.  The ending payroll documenting 
jobs created by the project must support Part III of 
the PCR.   

Any business that does not gather, complete and 
provide this data to both the Grant Recipient and 
TDA will not satisfy the National Program Objective 
to benefit low and moderate income families 



Downtown Revitalization & Main Street 

Programs 

The TCF Main Street Improvements and 
Downtown Revitalization Programs provide 
funds to eligible cities for infrastructure 
improvements in the central business 
district. These programs address the National 
Program Objective (NPO) of aiding in the 
elimination of slum or blighted areas. 



Closeout - Downtown Revitalization and 

Main Street Programs  

 The Grant Recipient must submit the TCF Project 
Completion Report (PCR) (Form D1200) with 
attachments no later than 60 days after the contract end 
date. 

 Recent applications for Main Street and Downtown 
Revitalization programs have not allowed applicants to 
have an existing Main Street or Downtown Revitalization 
contract prior to an application deadline date, regardless of 
extensions granted.  If a TxCDBG application requires 
applicants to close an existing grant contract prior to 
submitting an application for new funding, the Grant 
Recipient MUST submit complete closeout documentation 
no later than 60 days before the application deadline in 
order to allow for a thorough review of the documents and 
completion of a monitoring review. 



Slum/Blight National Program Objectives 

Economic development activities in the Main Street 
Improvements and  Downtown Revitalization  programs 
must qualify under the Slum/Blight National Program 
Objective Area Basis. 
  
 The economic development activity must take place in 

an area that has been designated by the Grant Recipient 
as meeting a definition of a slum, blighted, deteriorated 
or deteriorating area under state or local law; 

 Has a substantial number of deteriorated or 
deteriorating buildings or the public improvements are 
in a general state of deterioration; and 

 The assisted activity must address one or more of the 
conditions that contributed to the deterioration of the 
delineated area. 



Quarterly Reporting Requirements 

 The Grant Recipient must submit a 
Quarterly Progress Report (Form 
A104) each quarter during the course of 
the TCF contract. 

 The Grant Recipient must document the 
status of the contract activities (e.g. start 
of building construction, etc.) by reporting 
the dates that specific milestones are 
accomplished and providing narrative 
explanations as appropriate. 





CHAPTER F 
STEP 

 
 



STEP 

 Volunteer labor and available material  
 

 Must Demonstrate 40% Cost Savings 
 

 Section F STEP formerly Chapter 9 



STEP – Eligible Activities 

● Not Available for Complex Water/Sewer 
Improvements 
 

● Eligible Activities 
 
• First-Time Water or Sewer Services 
• Taps or Meters 
• Replacement Sewer Lines 
• Easements, Right of Ways 
• Water/Sewer Improvement on Private 

Property 
• Limited Rental of Equipment 
• Reasonable Admin/Engineering Costs 



STEP - Costs 

Allowable Costs: 
 
 Administrative/Engineering Services – Ch. 2 

thresholds 
 Materials – Use Ch. 5 Procurement methods 
 Equipment Use  
 Fuel costs 
 Equipment Rental and associated Fuel Costs 

• Must be Cited in TxCDBG Contract and approved 
by TDA 

 Contract labor (limited & approved by TDA) 
 

Not Allowed: 
 

 Construction supervision 
 Force account services (considered donated) 
 Equipment purchases  



STEP – Pre-Construction Meeting 

Meet after Procurement of Materials to discuss: 
 

 Delivery of Materials 
 

 Volunteer Work Schedules 
 

 Equipment 



STEP – Amendments/Modifications 

● Follow Chapter 11 Contract Amendments  
 

● If Substantial Changes, Include: 
 
 Revised Retail Cost Estimate with 

supporting doc 
 

 Revised Self-Help Estimate to verify 40% 
savings 
 

 Letter confirming continued use of 
Volunteers 


